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 Over-the-Counter Tenant Improvement Packet 

For minor interior work not requiring Planning or Structural review 

100% of all fees will be collected at intake.   

No refunds will be issued.  

Fees due at intake:   

• Plan Check Fee  

• Permit Fee  

• State Bldg. Code Fee   

• 3% Technology Surcharge Fee                                                                                      

Current International, WA. ST. Amendments  
and City of Redmond code information and                      

Design Requirements 

City of Redmond Development Services Center, 15670 NE 85th St, Redmond, WA 98052                                425.556.2473      

QUALIFICATION CHECKLIST 

If the answer to any of the following questions is YES, the work does NOT qualify for an OTC permit. 

 YES   NO         1. Are structural changes being made? 

 YES   NO         2. Are rated walls, corridors, occupancy separation walls or exits being built or altered? 

 YES   NO         3. Are access control devices being used to prevent free egress? 

 YES   NO         4. Does the scope of work include high pile storage (more than 12 ft. in height)? 

 YES   NO         5. Does the scope of work include any exterior changes to the building? 

 YES   NO         6. Is the current use being changed per the Redmond Zoning Code? 

 YES   NO         7. Is the current occupancy other than retail (Group M) or office (Group B)? 

 YES   NO         8. Will hazardous materials be used or stored on site for the scope of work? 

City of Redmond Business License  

Contractors are required to obtain a license prior to doing work. www.redmond.gov/businesslicense.            

For questions contact the business license office at 425-556-2193 or businesslicense@redmond.gov  

Electronic Plan Standards 

All plans must be drawn to scale, and have scale noted on each sheet. 

All documents must be uploaded as a PDF. 

All plans must be uploaded in landscape orientation (horizontal position). 

All plans must be named accordingly per the submittal requirements in BOLD. 

All plans must be flattened and reduced. 

 

Any files that are improperly named and/or formatted incorrectly may be rejected at intake. Paper 

plans, incomplete applications and applications delivered by courier will not be accepted and will 

result in the application being deemed incomplete. 

Apply Online or Submit In Person 

Apply Online: Certain types of permits can be    

applied for online without coming to City Hall.  

Submit in Person: Book appointment online or     

contact us at permittech@redmond.gov or        
425-556-2473 

mailto:businesslicense@redmond.gov?subject=Business%20License%20Question
mailto:permittech@redmond.gov?subject=Application%20Question


http://gis.redmond.gov/pv/#/MapView


 

Last updated 1/2019                                        O:/Building/BLDGFGRMS/Permit Applications/Current Forms                                         Page 3 of 4 

Code Summary Floor Plan – See Building Code summary worksheet for additional required information. 

 Clearly label the following: 

  Space/room use (i.e. office, sales, conference, kitchen, manufacturing, etc.) 

 IBC Occupancy classifications, Square footage, Occupant load square footage factor used to determine          

occupant load. 

 Clearly show a complete Means of Egress Path, including the width, exits, exit passageways, exit enclosures,     

separation of exits, exit signs, exit width, common path of travel, travel distance and diagonal distance. 

 Note type of sprinklers used. 

  Clearly show all actual and assumed property lines. Graphically show the extent and rating of all rated         

assemblies both vertical and horizontal, include the rating of any required opening protection. 

  Indicate any doors that are provided with panic hardware and/or magnetic hold-opens. Provide non-

separated use calculations and/or mixed use ratio calculations. 

 Provide accessible information of site and all parts of the building. 

 

Reflected Ceiling Plan (If Applicable) 

 Plan view 1/8-inch minimum scale - Details a minimum of 1/4-inch scale. Provide ceiling construction   

             details. 

  Provide suspended ceiling details including seismic bracing per IBC 808.1.1.1 and ASTM 635-636 and     

expansion joint layout. 

 Show the location of all emergency lighting, exit signage and provide a lighting fixture schedule. 

 

Floor Plan Sheet - Details a minimum of 1/4-inch scale. 

 Specify the use of each room/area, including shafts, electrical/mechanical rooms and elevators. 

 Show ALL exits on the plans; include new, existing or eliminated. 

 Show all Barrier-Free information on the drawings. Provide door and door hardware schedules. 

 Specify each wall type, door type, and glazing requirements. Provide details and assembly numbers for 

fire resistive assemblies. 

 Indicate on the plans all rated walls, doors, windows and penetrations. 
 

Framing Plans/Details 

 Specify the size, spacing, height, anchorage, rated listings, wood species or metal gauge for all stud walls. 

Indicate all wall, beam, floor connections and ceiling. 

 Detail the seismic bracing for all walls. 

 Include a stair section showing rise, run, landings, headroom, handrail and guardrail dimensions. Show 

size, anchorage and spacing for stringers. 

 

 ENERGY CODE COMPLIANCE -  

Lighting, Mechanical, and Building envelope forms can be found at http://www.neec.net/energy-codes.            
Applicable forms are required to be submitted with the building permit. No deferred submittals are allowed.  

 

SUBMITTAL CHECKLIST (CON’T) 

• Depending upon staffing availability and complexity it will be determined if the project qualifies as an expedited permit.  

• If it is determined that your project exceeds the scope of work of an expedited permit, it may still be submitted if it is 
deemed a complete intake for review and approval via the standard permit process.  

http://www.neec.net/energy-codes
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